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Introduction 
 
When you perform an initial review, you are confirming that financial filers (employee) have properly completed all 
applicable portions of the form. If the employee has not provided all necessary information, you are asked to e-mail the 
financial filers to obtain the missing information or return the form to the employee so that the employee can provide 
additional information or make corrections. There are some instances, discussed below, where you are may add the 
additional information yourself. 
 
An initial review is considered completed once you have reviewed the OGE Form 450, and you have determined whether 
any information is missing or requires clarification. Once this determination has been made you must initial and date the 
OGE Form 450 at the top of the report, just to the right of the “Date Received By Agency” Box. Write “IR” (initial review), 
your initials, and the date to indicate that you have completed the initial review. On the OGE Form 450a write “IR”, your 
initials, and the date at the bottom of the form, under “Notes”, to the left of the “Date Received By Agency” column. If you 
determine that the form is incomplete: 1. Return the report to the employee, 2.) Collect all the missing information 
(by e-mail) or 3.) Make the necessary corrections to the form prior to mailing the reports to the NOC for final 
review and certification. 
 

 
 

Write or Stamp the date the OGE Form 450 was received in your office 
here. 
5 CFR § 2634.605 reviewing offices (including initial reviewing offices) are 
required to write or stamp the date the OGE Form 450 was received in their 
office. This date is critical because it shows that the employee was either a 
timely filer or a late filer. 

Write or Stamp the date of initial review, write “IR” and your initials here 
You must complete the initial review with-in 30-days, if not on the day of 
receipt. 
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As the initial reviewer, you must ensure that any incomplete information is provided before the financial 
disclosure form is forwarded to the Confidential Financial Disclosure Lead (CFDL) at the National Operations 
Center. 

Write or Stamp the date of initial 
review, write “IR” and your initials 
here 
5 CFR § 2634.605 reviewing offices 
(including initial reviewing offices) are 
required to write or stamp the date the 
OGE Form 450a was received in their 
office. This date is critical because it 
shows that the employee was either a 
timely filer or a late filer. 

Write or Stamp the date the OGE Form 450a was received in your office here. 
This date and your initials will show OGE that we accomplished this requirement. You must 
complete the initial review with-in 30-days, if not on the day of receipt. 
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Like This . . . 
 

 
 
We are requesting that you batch initially reviewed forms, and mail them via a secure means (FEDEX/UPS) to the NOC. 
Please send batched forms to the following address: 
 
FEDEX/UPS address: 
BLM / NOC / OC-201 
Denver Federal Center Building 50 
Denver, Colorado 80225 
303-236-3569 
Attn: CFDL Milner 
Confidential Financial Disclosure Lead 
 

OGE Form 450 

OGE Form 450a 
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Recordkeeping 
 
With the large numbers of BLM confidential filers, quality record-keeping is essential to ensure that the process is run 
accurately, that records are maintained in compliance with Office of Government Ethics (OGE) audit standards, and that 
the private information of employees are safeguarded and secured. The following record-keeping practices are strongly 
recommended: 
 
Protect employee privacy by locking the reports in a secure location at night, and don’t leave them on your desk when you 
go to lunch, or are otherwise away from your desk. 
 
If you email a filer to request additional information or return an employee’s report, annotate, initial and date this on the 
OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1 and on the OGE Form 450a in 
the “Notes” section at the bottom of the page. Retain copies of emails sent to filers requesting additional information and 
attach your e-mails and their response to the back to the form. All these records can be subject to review during an OGE 
audit. 
 
Ensure that each employee’s forms are stapled, not paper clipped or loose. Paper clipped and loose forms have a habit 
of commingling with other employee’s forms. Only forward to the NOC those pages of the form that have information 
on them, and do not send the instructions with the forms. 

Like this. . . 
 

 
 
CFDL will update the log on a regular basis, and send you updates on a weekly basis. In this way, you will be able to 
confirm that the NOC actually receives all the reports that you have mailed. 
 

OGE Form 450 

OGE Form 450a 
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Initial Review of the OGE Form 450 
 

Page 1 
 
 
 

 
 

When the employee filed the wrong OGE Report 450 
 
If the employee submitted a previous version of the report or the wrong report, return the report to the employee for 
completion of the appropriate report. The correct report may be found at: 
 
OGE Report 450  http://www.usoge.gov/reports/oge450_pdf/oge450_automated.pdf 
OGE Report 450-A  http://www.usoge.gov/reports/oge450_pdf/fr450a_05.pdf. 
 
Any other versions of the report cannot be accepted. 
 

What if the employee did not number the pages? 
 
If the employee did not number the pages of their form you may add page numbers to those pages of the report that 
have information on them so long as they can clearly ascertain that all pages of the report belong to that specific 
employee. 

Write or Stamp the date the OGE Form 450 was received in your office here. 

Write or Stamp the date of initial review and write your initials here 

Does the form look like this form? Is the OGE Form 450 dated June 2008? If not the employee has filed the wrong form. 

Did the employee put the page number on 
each page of his/her report? 

http://www.usoge.gov/forms/oge450_pdf/oge450_automated.pdf
http://www.usoge.gov/forms/oge450_pdf/fr450a_05.pdf
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Note: Filers do not need to fill out the sections pertaining to Special Government Employees. 
 

What If the employee did not print their full FPPS name on their OGE Form 450? 
 
There are several reasons we ask you to carefully check that the employee used the full FPPS name: 

 OGE auditors expect a high level of detail when confidential reports are periodically reviewed during program 
reviews. 

 Reviewing the name on the form helps to make certain that pages of other employees’ reports are not mixed in 
with those of other employees. 

 If the employee uses a name other than their FPPS name the CFDL will not know who they are and will treat their 
form as not received. 

 
If the employee did not put their name on each page of the report or used a name other than the full FPPS name, 
reviewers should add it to the pages so long as the reviewer can clearly ascertain that all the pages belong to 
that specific employee (e.g., the report came in a blue envelope; it was stapled; the handwriting on all pages matches, 
etc.). Remember to note the actions you took, initial, and date on the OGE Form 450 in the “Comments of Reviewing 
Officials” section at the bottom of page 1. 
 

Did the employee print his/her full FPPS name on 
each page of the OGE Form 450? 

Did the employee provide an e-mail address? 

Did the employee provide 
position title and grade? 

Did the employee provide an organization 
name and code (i.e., HR-710)? 

 

Did the employee provide a work phone 
number? 

Has the filer indicated whether he/she is a 
“New Entrant” or an “Annual Filer?” If the 
filer checked the “new entrant” box, did the 
employee enter the date (month, day, and 
year) that he/she occupied the confidential 
position? 
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What If the filer did not print their e-mail address, position title and grade, organization 
name and organization code, and work phone Number? 
 
If the employee did not put their e-mail Address, position title and grade, organization name and organization code, and 
work phone number on the report, reviewers should add the missing information to this page. Remember to note the 
actions you took, initial, and date on the OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of 
page 1. 

Who is a new entrant? 
 
A “new entrant” is an employee new to the BLM; or an employee that was not identified as “confidential” during the last 
filing cycle, but has been designated as “confidential” for the 2009 filing cycle. “New entrants” must file the OGE Report 
450, not the OGE Form 450A. 
 

What if the employee did not select a reporting status? 
 
You determine if the employee is a new entrant or an annual filer, check the appropriate box. If the employee is a new 
entrant you must also provide the date they entered into the financial filer’s position. Remember to note the actions you 
took, initial, and date on the OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1. 
 

Special Note 
 
The employee does not need to fill out the sections pertaining to Special Government Employees. 
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What if the employee did not answer questions I through V? 
 
You may e-mail the employee, let them know they did not answer the questions, ask them the questions and when you 
receive their response answer the questions according to their response. Remember to write your initials close to “step 2” 
and to note the actions you took, initial, and date on the OGE Form 450 in the “Comments of Reviewing Officials” section 
at the bottom of page 1. Finally, remember to staple a copy of your e-mail correspondence and their response to their 
form. Retain copies of emails sent to filers requesting additional information and attach your e-mails and their response to 
the back to the form. 
 
OR 
 
You may return the form to the employee and ask them to complete the form by answering the questions. Remember to 
note the actions you took, initial, and date on the OGE Form 450 in the “Comments of Reviewing Officials” section at the 
bottom of page 1. 
 

Did the employee answer “Yes” or “No” to 
questions I, II, III, IV, and/or V? 

Did the employee sign and date the first page of 
the OGE Report 450, and is the signature an 
original signature? 

Supervisors are not required to sign and 
date the OGE Form 450. As a reviewer 
conducting an initial review, please do not 
sign and the OGE Form 450 here. Only write 
or Stamp the date of initial review, write “IR” 
and your initials at the top of this page. 
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Special Note 
 
New entrant filers do not need to answer question V. Annual filers are require to answer questions I through V. 

What if the employee answered “yes” to any of questions I through V? 
If the employee answered “Yes” to questions I, II, III, IV and/or V on the first page they must also attach and complete the 
other corresponding portions of the report. For Example: If the filer checked “Yes” for Section II (reportable liabilities), the 
employee should submit a signed and completed page 1, and also complete and attach the corresponding Part II of the 
Report (Liabilities). Retain copies of emails sent to filers requesting additional information and attach your e-mails and 
their response to the back to the form. 
 

What if the employee answers “no” to all of questions I through V? 
 
If the employee answered “No” to all five questions, the filer only needs to submit the first page of the report. Please 
forward to the NOC the completed first page of the report. Do not submit a copy of the instructions. 
 

What if the employee forgot to sign and date their OGE Form 450? 
 
If the employee forgot to sign and/or date their form or the signature is not an original you must return the form to the 
employee, asking them to correct and complete the form. Remember to note the actions you took, initial, and date on the 
OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1. Retain copies of emails sent to 
filers requesting additional information and attach your e-mails and their response to the back to the form. 
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Page 2 
 

 
 

Did the filer print his/her full 
FPPS name on each page 
of the OGE Form 450? 

Did the employee put the page number on 
each page of his/her report? 

Did the employee answer “yes” to question I on page 1? If they did they must complete 
this section.  

Did the employee provide the full, specific names of all assets, 
including full names of funds and stocks [not just their symbols (e.g., 
VBMFX), or the name of the family of funds, such as “Fidelity” or 
“Oppenheimer”]? 
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What if the employee answered “no” to question I on page 1? 
 
If the employee has listed any stocks or funds in this section you must go back to page 1 and change their answer to 
question I from “no” to “yes”. Remember to note the actions you took, initial, and date on the OGE Form 450 in the 
“Comments of Reviewing Officials” section at the bottom of page 1. Retain copies of emails sent to filers requesting 
additional information and attach your e-mails and their response to the back to the form. 
 
If the employee did not list any stocks or funds in this section you do not need to provide this page (with page 1) to the 
NOC. Submit the first page of the report. Please forward to the NOC the completed first page of the report. Do not 
submit a copy of the instructions. 
 

What if the employee did not provide the full names of the funds and stocks or only 
provided the stock symbol? 
 
Please email the employee for the additional information, or if there is a large number of holdings return the report and 
request that the additional information be provided. Remember to note the actions you took, initial, and date on the OGE 
Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1. Retain copies of emails sent to filers 
requesting additional information and attach your e-mails and their response to the back to the form. 
 

Special Note 
 
Employees should not provide annual financial statements or brokerage reports in lieu of completing part I. If 
they do, return the report to the employee so that Part 1 can be completed by the employee. Remember to note the 
actions you took, initial, and date on the OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of 
page 1. Retain copies of emails sent to filers requesting additional information and attach your e-mails and their response 
to the back to the form. 
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Page 3 
 

 

Did the filer print his/her full 
FPPS name on each page 
of the OGE Form 450? 

Did the employee put the page number on 
each page of his/her report? 

Did the employee answer “yes” to question II on page 1? If they did they must complete 
this section.  

Did the employee answer “yes” to question III on page 1? If they did they must 
complete this section. 

Did the employee report the full name of any creditors/liabilities, a brief description of 
what the credit is for (e.g., an education loan) and the city and state where the creditors 
are located? 

Did the employee report any paid or unpaid positions held outside of the US Government? Did 
the employee indicate if they are serving as an officer or board of directors’ member of an 
outside organization, either in their private capacity or on behalf of the BLM? Did the employee 
report the name and type of the organization, the position held, and the city and state for any 
such positions? If the employee indicated that this is a paid position, did they also report it on 
page 2 as an asset? 
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What if the employee answered “no” to question II and/or III on page 1? 
 
If the employee has listed any liabilities and/or outside positions in this section you must go back to page 1 and change 
their answer to question II and/or III from “no” to “yes”. Remember to note the actions you took, initial, and date on the 
OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1. Retain copies of emails sent to 
filers requesting additional information and attach your e-mails and their response to the back to the form. 
 
If the employee did not list any liabilities and/or outside positions in this section you do not need to provide this page (with 
page 1) to the NOC. Submit the first page of the report. Please forward to the NOC the completed first page of the 
report. Do not submit a copy of the instructions. 
 

What if they employee did not provide the all of the requested information? 
 
If the employee did not provide complete information, email the employee for additional information. Remember to note 
the actions you took, initial, and date on the OGE Form 450 in the “Comments of Reviewing Officials” section at the 
bottom of page 1. Retain copies of emails sent to filers requesting additional information and attach your e-mails and their 
response to the back to the form. 
 

What if the employee indicated that they position is a paid position, but they did not 
report the position as an asset on page 2? 
 
Contact the employee by e-mail; ask them to verify that the position is a paid position. If they affirm that it is a paid 
position, write the name of the company on page 2 under the assets section. Remember to note the actions you took, 
initial, and date on the OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1. Retain 
copies of emails sent to filers requesting additional information and attach your e-mails and their response to the back to 
the form. 
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Page 4 
 

 
 

Did the filer print his/her full 
FPPS name on each page 
of the OGE Form 450? 

Did the employee put the page number on 
each page of his/her report? 

Did the employee answer “yes” to question IV on page 1? If they did they must 
complete this section.  

Did the employee answer “yes” to question V on page 1? If they did they must 
complete this section.  

Examples of an agreement are continuing participation in an employee pension or benefit plan 
maintained by a former employer, or a leave of absence, or can be with a Future employment, 
including date you accepted employment offer, or can for the continuation of payment by a former 
employer (including severance payments). Did the employee provide the name, city, state, and a brief 
description of the agreement or arrangement? 

Did the employee describe the gift, and list the source of the gift? Did the employee 
briefly describe the travel expenses that were provided (e.g., airline tickets, hotel, 
meals?), the source of the travel reimbursement, and the dates/purpose of the travel? 
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What if the employee answered “no” to question IV and/or V on page 1? 
 
If the employee has listed any agreements and arrangement and/or gift and travel reimbursements in this section you 
must go back to page 1 and change their answer to question IV and/or V from “no” to “yes”. Remember to note the actions 
you took, initial, and date on the OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1. 
Retain copies of emails sent to filers requesting additional information and attach your e-mails and their response to the 
back to the form. 
 
If the employee did not list any liabilities and/or outside positions in this section you do not need to provide this page (with 
page 1) to the NOC. Submit the first page of the report. Please forward to the NOC the completed first page of the 
report. Do not submit a copy of the instructions. 
 

What if they employee did not provide the all of the requested information? 
 
If the employee did not provide complete information, email the employee for additional information. Remember to note 
the actions you took, initial, and date on the OGE Form 450 in the “Comments of Reviewing Officials” section at the 
bottom of page 1. Retain copies of emails sent to filers requesting additional information and attach your e-mails and their 
response to the back to the form. 
 

Initial Review of the OGE Optional Form 450-A 
 

 
 

Do these criteria apply to the employee, especially “B”? 
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What if the employee does not meet the criteria defined on the OGE Form 450-A? 
 
If the employee does not meet the criteria defined on the OGE Form 450-A, they cannot use the OGE Form 450-A. Return 
the OGE Form 450-A to the employee with a copy of the OGE Form 450 and ask them to complete the OGE Form 450 
and return it to your office. 
 

What if has been more than 2 years since the employee last filed the OGE Form 450? 
 
If it has been more than 2 years since the employee last filed the OGE Form 450 they cannot use the OGE Form 450-A. 
Return the OGE Form 450-A to the employee with a copy of the OGE Form 450 and ask them to complete the OGE Form 
450 and return it to your office. 
 

What if the employee has changed their name since they last filed the OGE Form 450? 
 
Please write the name they last used when they filed the OGE Form 450 in the “Notes” section at the bottom of the page. 
This will help the CFDL find their previous folder. 
 

 
 

Did the employee print his/her full FPPS 
name? 

Did the employee sign and date their form, and is 
the signature an original signature? 

Did the employee provide a work 
phone number? 

Did the employee provide an e-mail address? 

Did the employee provide position title? 

Did the employee provide an organization 
name and code (i.e., HR-710)? 
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What If the employee did not print their full FPPS name on their OGE Form 450-A? 
 
There are several reasons we ask you to carefully check that the employee used the full FPPS name: 

 OGE auditors expect a high level of detail when confidential reports are periodically reviewed during program 
reviews. 

 Reviewing the name on the form helps to make certain that pages of other employees’ reports are not mixed in 
with those of other employees. 

 If the employee uses a name other than their FPPS name the CFDL will not know who they are and will treat their 
form as not received. 

 
If the employee did not put their name on each page of the report or used a name other than the full FPPS name, 
reviewers should add it to the page. Remember to note the actions you took, initial, and date on the OGE Form 450-A in 
the “Notes” section at the bottom of the page. 
 

What If the filer did not print their e-mail address, position title and grade, organization 
name and organization code, and work phone Number? 
 
If the employee did not put their e-mail address, position title, organization name and organization code, and work phone 
number on the report, reviewers should add the missing information to this page. Remember to note the actions you 
took, initial, and date on the OGE Form 450-A in the “Notes” section at the bottom of the page. 
 

What if the employee forgot to sign and date their OGE Form 450-A? 
 
If the employee forgot to sign and/or date their form or the signature is not an original you must return the form to the 
employee, asking them to correct and complete the form. Remember to note the actions you took, initial, and date on the 
OGE Form 450-A in the “Notes” section at the bottom of page. 
 

Initial Review of the DI-1993 
 
Employees who are designated as “K” confidential financial disclosure filers are required to file not only the OGE Form 
450 or the OGE Form 450-A, but the DI-1993, Confidential Supplement to the Financial Disclosure Report OGE-450. The 
DI-1993 should be completed by the employee and attached to the OGE Form 450 or OGE Form 450-A. 
 
The purpose of the DI-1993 is the capture the assets and liabilities that are not captured on the OGE Form 450, because 
are below the reporting limits of the OGE Form 450. 
 

What if an employee is a “K” filer, but did not provide the DI-1993? 
 
If the employee did not provide the DI-1993 as required for their position, send an e-mail to the employee and request that 
complete and send a DI-1993 to your office. When receive the DI-1993, conduct an initial review of it and attach it to the of 
the original OGE Form 450 or Original OGE Form 450-A. Remember to note the actions you took, initial, and date on the 
OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1, or on the OGE Form 450-A in 
the “Notes” section at the bottom of page. Retain copies of emails sent to filers requesting additional information and 
attach your e-mails and their response to the back to the form. 
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Page 1 

 
 

Did the employee provide their full FPPS name? 

Did the employee provide their organization code? 

Did the employee provide information in part I or write “none” in part I? 
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What if the employee did not provide their full FPPS name or their organization code? 
 
Write in the full FPPS name and/or the organization, Remember to note the actions you took, initial, and date on the OGE 
Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1, or on the OGE Form 450-A in the 
“Notes” section at the bottom of page. Retain copies of emails sent to filers requesting additional information and attach 
your e-mails and their response to the back to their forms. 

What if the employee did not provide information or write “none” in part 1? 
 
Send an e-mail to the employee, verify whether they intended to provide additional information or if they intended to write 
“none”. If the employee intended to provide additional information either return their forms to them request completion of 
the DI-1993, or obtain the additional information from them by e-mail to be added to their DI-1993. If the employee 
intended to write “none”, write “none” in the first line of part 1. Remember to note the actions you took, initial, and date on 
the OGE Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1, or on the OGE Form 450-A 
in the “Notes” section at the bottom of page. Retain copies of emails sent to filers requesting additional information and 
attach your e-mails and their response to the back to their forms. 
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Page 2 
 

 
 

Did the employee provide information in part 2 or write “none” in part 2? 

Did the employee sign and date? 
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What if the employee did not provide information or write “none” in part 2? 
 
Send an e-mail to the employee, verify whether they intended to provide additional information or if they intended to write 
“none”. If the employee intended to provide additional information either return their forms to them for completion of the 
DI-1993, or obtain the additional information by e-mail from them to be added to their DI-1993. If the employee intended to 
write “none”, write “none” in the first line of part 2. Remember to note the actions you took, initial, and date on the OGE 
Form 450 in the “Comments of Reviewing Officials” section at the bottom of page 1, or on the OGE Form 450-A in the 
“Notes” section at the bottom of page. Retain copies of emails sent to filers requesting additional information and attach 
your e-mails and their response to the back to their forms. 
 

What if the employee did not sign and date their DI-1993? 
 
Return their forms to the employee requesting that review the DI-1993 for completeness, sign and date it, return all of their 
forms to your office. Remember to note the actions you took, initial, and date on the OGE Form 450 in the “Comments of 
Reviewing Officials” section at the bottom of page 1, or on the OGE Form 450-A in the “Notes” section at the bottom of 
page. Retain copies of emails sent to filers requesting additional information and attach your e-mails and their response to 
the back to their forms. 
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Appendix A 
Checklist for Initial Review of the OGE Form 450 and DI-1993 (if applicable) 

Introduction and Recordkeeping: 
 
When you perform an initial review, you are confirming that financial filers have properly completed all applicable portions 
of the form.  If the financial filer has not provided all necessary information, you are asked to:  e-mail the financial filers to 
obtain the missing information; or return the form so that the employee can provide additional information or make 
corrections.  There are some instances, discussed below or in the checklist, where initial reviewers are permitted to add 
the additional information themselves.     
 
With the large numbers of BLM confidential filers, quality record-keeping is essential to ensure that the process is run 
accurately, that records are maintained in compliance with Office of Government Ethics (OGE) audit standards, and that 
the private information of confidential filers is safeguarded and secured.  The following record-keeping practices are 
strongly recommended: 
 
Protect employee privacy by locking the reports in a secure location at night, and don’t leave them on your desk when you 
go to lunch, or are otherwise away from your desk. 
 
Ensure that each employee’s form is stapled, not paper clipped.  Paper clipped reports have a habit of commingling with 
other filers’ reports.  Only forward those pages of the form to the NOC that have information on them, and do not include 
the instructions. 
 
If you email a filer to request additional information or return an employee’s form, annotate this in the “Comments of 
Reviewing Officials” section at the bottom of page 1 and also provide your initials and the date.  Annotate your actions in 
the Excel log that CFDL Milner has provided to us.  Retain copies of emails sent to filers requesting additional information.  
All these records can be subject to review during an OGE audit. 
 
An initial review is considered completed once you have reviewed a financial disclosure report, and you have determined 
whether any information is missing or requires clarification.  Once this determination has been made, you may initial and 
date the OGE Form 450 at the top of the form, just to the right of the “Date Received By Agency” Box and add an IR (for 
initial review); you may initial, date, and add an IR on the OGE Form 450-A at the bottom of the form, under “Notes” to the 
left of the “Date Received By Agency” column.  However, we ask that you attempt to collect all the missing information 
prior to mailing the forms to the NOC for final review and certification. 
 
Once a relatively large quantity of reports has been received and initially reviewed, it is suggested that you batch them 
together, and mail them via a secure means (FEDEX/UPS) to the NOC.  (Preferred recommendation is that everyone 
mails their forms to the NOC by COB Friday afternoons.)  Please send batched reports to the following address: 
 
FEDEX/UPS address: 
BLM / NOC / OC-201 
Denver Federal Center Building 50 
Denver, Colorado 80225 
303-236-3569 
Attn:  CFDL Milner 
 
The CFDL has agreed to update the Excel log on a regular basis after receiving a number of reports, and sending you 
updates on a regular basis (biweekly).  In this way, you will be able to confirm that the NOC actually receives all the forms 
that you have mailed. 
 
The following checklist has been put together to assist you in conducting initial reviews. 
 

Did you:   indicate the date of receipt of the report and your initials in the “Date Received by Agency” box at the top of 
page 1 of the OGE For 450; or below the “Date Received by Agency” column at the bottom of the page of the OGE Form 

450-A; and also update the Excel log with the date of receipt? Yes   No 

Did the financial filer complete an OGE Form 450 dated June 2008? Yes   No 

 If the employee submitted a previous version of the report, return the report to the employee for completion of the 
appropriate form. The correct report may be found at:  
 
OGE Form 450  http://www.usoge.gov/forms/oge450_pdf/oge450_automated.pdf 

http://www.usoge.gov/forms/oge450_pdf/oge450_automated.pdf
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OGE Form 450-A  http://www.usoge.gov/forms/oge450_pdf/fr450a_05.pdf. 
 
Any other versions of the report cannot be accepted. 

Did the filer print his/her full name on each page of the OGE Form 450 or the OGE Form 450-A? Yes   No 

 Note:  This may sound picky.  However, OGE auditors expect this is level of detail when confidential forms are 
periodically reviewed during program reviews. Additionally, it helps to make certain that pages of other employees’ 
forms are not mixed in with those of other employees.  If the employee did not put their name on each page of the 
report, reviewers may add it to the other pages so long as the reviewer can clearly ascertain that all the 
pages belong to that specific employee (e.g., the report came in a blue envelope; it was stapled; the handwriting 
on all pages matches, etc.). 

Did the employee put the page number on each page of his/her report? Yes   No 

 Again, reviewers may add page numbers so long as they can clearly ascertain that all pages of the report belong 
to that specific employee. 

Has the employee indicated that their name has changed in the last year or since he/she last filed an OGE Form 450  or 

OGE Form 450-A? Yes   No 

 IF YES, did the employee indicate the full name he/she used on the last OGE Form 450 that was filed?  

Yes   No 

 Reviewer may add full name (as it appears in FPPS) or full names as they formerly appeared in FPPS. This will help 
the CFDL find their folder from previous years and help the CFDL find their current folder.   

Did the employee provide: an e-mail address; position title and grade; organization name and code (i.e., HR-710); and 

work phone number? Yes   No 

 Note: If a Filer sent the OGE Form 450-A , where the employee has had a Change in Position/Duties since filing their 

last OGE Form 450, (the term “changed jobs” includes a new position description or other significant change in duties) they may 
not file the OGE Form 450-A. Please return the 450-A to the employee and ask them to complete and send the OGE Form 450. 

 Note: Filers do not need to fill out the sections pertaining to Special Government Employees. 

Has the filer indicated whether he/she is a “New Entrant” or an “Annual Filer” (see definitions below)? 
□ New Entrant  □ Annual Filer 

 A “new entrant” is:  an employee new to the BLM; or an employee that was not identified as “confidential” during the 
last filing cycle, but has been designated as “confidential” for the 2009 filing cycle.  If an employee doesn’t meet 
these criteria, he/she should be classified as an “annual” filer. “New entrants” must file the OGE Form 450. 

 If the filer checked the “new entrant” box, did the employee enter the date (month, day, and year) that he/she 

occupied the confidential position? Yes   No 

Did the financial filer answer “Yes” to questions I, II, III, IV, and/or V on the first page of the OGE Form 450?  

Yes   No 

 If the filer answered “Yes” to questions I, II, III, IV and/or V on the first page, did the individual also attach the other 
corresponding portions of the form? 

 Example:  If the filer checked “Yes” for Section II (reportable liabilities), the employee should submit a signed 
and completed page 1, and also attach the corresponding Part II of the Form (Liabilities).  If the individual 
answered “No” to all five questions, the filer only needs to submit the first page of the form.  Do not 
submit a copy of the instructions. 

Did the financial filer sign and date the first page of the OGE Form 450, and is the signature an original signature? 

Yes   No 
 If the employee’s signature is not an original, the Form 450 should be returned to the employee. 

Part I: Assets and Income 

Note for the Initial Reviewer: 
 
Employees should not provide annual statements or brokerage reports in lieu of completing part I.  If they do, 
return the form so that Part 1 can be completed by the filer. 

Did the financial filer provide the full, specific names of all assets, including full names of funds and stocks [not just their 

symbols (e.g., VBMFX), or the name of the family of funds, such as “Fidelity” or “Oppenheimer”]? Yes   No 

 If the answer to this question is “No”, please email the employee for the additional information (if there are not many 
holdings), or return the form if there is a large number of holdings. 

Part II: Liabilities 

Did the employee report the full name of any creditors/liabilities, a brief description of what the credit is for (e.g., an 

education loan) and the city and state where the creditors are located? Yes   No 

 If the employee did not provide complete information, email the employee for additional information. 

Part III: Outside Positions 

Did the employee report any positions held outside of the US Government? Yes   No 

http://www.usoge.gov/forms/oge450_pdf/fr450a_05.pdf
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 If the financial filer answered “Yes”, did the employee report the name and type of the organization, the position held, 

and the city and state for any such positions? Yes   No 
Did the employee indicate that he/she is serving as an officer or board of directors’ member of an outside 

organization, either in their private capacity or on behalf of the BLM? Yes   No 

 If the employee responded “Yes” to this question but did not provide complete information (as described 
above) email the employee for more complete information. 

Part IV: Agreements or Arrangements 

Did the financial filer report any agreements or arrangements (such as a pension plan with a former employer, or an 

agreement for future employment)? Yes   No 

 If the answer to this question is “Yes”, did the employee provide the name, city, state, and a brief description of the 

agreement or arrangement? Yes   No 

 If the employee did not provide this information email the employee for further clarification. 

Part V: Gifts and Travel Reimbursements 

Did the financial filer report any gifts received exceeding $134 per occasion from one source, or $335 from the same 

source? Yes   No 

 If the answer to this question is “Yes”, did the employee describe the gift, and list the source of the gift? 

Did the filer list any travel-related reimbursements (not including official BLM travel) exceeding $335? Yes   No 

 If the answer is “Yes”, did the employee briefly describe the travel expenses that were provided (e.g., airline tickets, 

hotel, meals?), the source of the travel reimbursement, and the dates/purpose of the travel? Yes   No 

 If the answer to this question is “No”, email the employee for additional information. 

DI-1993 

If the financial filer received a DI-1993 attached to their notification email, he/she has BLM duties related to coal mining 
operations. 

If the employee is required to fill out a DI-1993, did the employee provide:  his/her full name and office (clearly typed or 
printed); provided information or printed “None” in both parts of the form; and provided an original signature and date on 
the bottom of page 2? 

 


